
How to Assign a Hiring Manager

Assign each job in JazzHR a Hiring Manager. Here's how:

● Step 1: Click Jobs.

● Step 2: Click the job for which you want to assign a Hiring

Manager.

● Step 3 : Click Edit Job.

● Step 4 : Click the Team tab.

○ Click > Add Team Member - Select your General Manager



● Step 5 : Click the drop-down caret next to the name of the

preferred team member.

● Step 6 : SelectMake Hiring Manager from the drop-down.



● Step 7 : Change Hiring Manager - Click > Change


